
 
 

Job Description 

Job title Continuous Improvement Reporting Analyst  

Location 

Exeter 

In accordance with latest government guidance relating to COVID-
19 homeworking options will be available. 

 
Division/Team 
 

Service Delivery   

Reporting to  CI Manager  

Contract terms  Full time, 40 hours a week (negotiable) 

Salary  Band D 

Company Profile 

Our technology transforms the lives of people with conditions such 
as autism, mental health difficulties and learning disabilities, by 
enabling people to achieve their goals, be more confident and live 
more independently. We see a future that puts people in control of 
their own lives, accessing professional support only when they 
need it.   

We are a young, fast-growing technology company based in the 
centre of Exeter, and we are looking for an exceptional candidate 
to join our Service Delivery team to help us to continue to improve 
our support system and reach more people.   

Our Service Delivery team focuses on improvements to our 
product as a whole – from the technical components to the 
onboarding experience as well as the delivery of the Software, 
Specialist Support and Response Service.  

You will be joining a highly skilled and enthusiastic team of Brain in 
Hand experts, to continue improving the service we deliver to our 
customers. You will work closely with the technical Development 
team as well as with key business stakeholders.  

Job Description 

The purpose of the role is to develop and deliver clear and concise 
business metrics/KPI reports that accurately measure activity, 
performance, quality of service and progress towards the overall 
company objectives. 

The core responsibility is transforming data from a variety of 
sources into performance and information reporting and 
presenting it in a clear and engaging way for colleagues, 



 
 

stakeholders and customers, so it can be used to inform strategic 
decision making, development projects and process improvement. 

You will receive requests from all levels of the business, so you 
must have strong task prioritisation skills in addition to good 
statistical and critical thinking skills.  

The Reporting Analyst supports the delivery of projects and 
solutions, and identifies issues and opportunities, which will 
ultimately improve the way we work and bring value to our users 
and customers. 

The Reporting Analyst has a commitment to continuous 
improvement and must be passionate about delivering high quality 
work within a fast paced but highly exciting environment. 

Key tasks within the 
role include but are 
not limited to: 

 Identify reporting requirements throughout the business, 
establish what type of reporting is suitable for what purpose 

 Improve existing and develop new reports using a variety of 
outputs, e.g. tables, charts, graphs, heat maps, process flow 
diagrams 

 Ensure reporting outcomes meet agreed business 
requirements and expectations and are delivered in a timely 
manner with measurable outputs  

 Ensure data quality to ensure confidence in the reporting 
provided 

 Coordinate projects to present results by agreed deadlines 

 Continuously seek ways to automate reports, foster 
standardisation and improve efficiency in our processes 

 Create special/one-off reports, summarising data in a 
specified way upon request 

 Process information confidentially 

 Assist the CI Manager as required 

 Take responsibility for line management and task 
management within the team as appropriate. 

Skills and experience 

Technical:  

 A broad knowledge of methods in storing, extracting, 
manipulating and presenting data (e.g. relational databases, 
pipelines, ETL, basis statistics, visualisation methods) 

 Experience using data analysis tools (e.g. PowerBI) is desirable 

 Logical and concise approach to work 

 Ability to pay close attention to small details that could 
impact results 



 
 

 Ability to ‘sense check’ data and conclusions is essential 

 Excellent written skills including detailed documentation of 
requirements and actions arising from stakeholder 
interactions 

 Strong Microsoft Excel skills, demonstrable by real-world 
examples 

 Experience using PowerPoint is desirable 

 Design skills (charts / graphs / reports) are desirable. 

 Experience reviewing processes and implementing 
improvements and solutions. 

 

Soft skills:  

 Excellent communication skills and a good listener  

 Highly analytical, enjoy digging into the detail of difficult 
problems, asking great questions, and understanding the 
real issues faced by users and systems 

 Strong problem-solving skills to support with exploring 
solutions 

 Time management and organisational skills  

 Capacity to absorb new information quickly and accurately 

 Excellent team working skills and the ability to coordinate 
others 

 A focus on processes, with a strong ability to manage 
multiple projects, effectively track status, and support 
multiple individuals 

 Experience of working within General Data Protection 
Regulation (GDPR) requirements. 

 

 
Received by (name):   
   
Signature:   
   
 Date:   
  
  
This is a description of the job as it is presently stands and it will be reviewed periodically 
and updated to ensure it fully reflects the duties of the job.  


